
 

 
 

Section 5: 

Claim Process & Budget 

 
 

• Claim Instructions  
• Security Authorization Form 
• Justification of Large Equipment Purchase Form 
• Allowable and Non-Allowable Expenditures 
• Basic Budget Exercise 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 

Introduction:   
Cost reimbursements are entered, certified and approved via the Michigan Nutrition Data System (MiND). 
Funds are drawn down from the Cash Management System (CMS) on a periodic basis. 

 



 

 
 

Steps to Enter and Submit FFVP Costs 

 



 

 
 

 

 

 

 

 

 

 

 

 

 



 

 
 

Step III: Cost Item Maintenance Page – Entering FFV P Costs 

1. Select a cost item from the description drop-down. Options are: 
a. Operating Cost – Fruits 
b. Operating Cost – Vegetables 
c. Operating Cost – Small 

Supplies/Other 
d. Operating Cost - Labor 
e. Administrative Cost – Non Labor 
f. Administrative Cost – Labor  
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2. Type in details (required for every category) in the “Specify” box.  
a. For fruits or vegetables: Address type of food, number of units, how much the unit holds and 

cost per unit).  
i. Example: apples, 138ct, 4 cases, $38/case 

b. For labor: Enter pay rate and number of hours. Enter separate lines for wages and benefits (do 
not combine). 

3. Select the month of the cost – the month the expense actually happened.  
4. Enter the corresponding cost in the amount box for non labor (labor will automatically be calculated 

based on the rate and number of hours; Click “Add.”  

 

5. On clicking “Add,” the entered cost will be listed in the “Cost Items Waiting To Be Certified” section. 
Note: Level 2 users can add costs for their agency but cannot “Certify” the information.  

6. To modify the entered value, click “Edit.”  
a. Make your adjustment and then hit “Update.”  
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Michigan Department of Education 
Office of School Support Services  

School Nutrition Programs 
 

Fresh Fruit and Vegetable Program (FFVP)  

Justification of Large Equipment Purchase Form 
 

 
School District Name  
 
Agreement Number  
 
School Building/Site Name  
 
Contact Name   
 
Contact Email  
 
Large Equipment Requested  
Total Cost of Requested 
Equipment  
Will this equipment only be used 
for the FFVP?                       Yes �                 No � 

*If no what percentage will be 
used for other programs?   
Justification (why the current 
equipment is not sufficient for 
the FFVP operations).  
How many times will the fruits 
and vegetables be offered each 
week?  
How many times deliveries are 
received each week/month?  
Any other information that will 
support the large equipment 
purchase.  
 
FFVP Contact Signature/Date   

 

E-mail (davenporta1@michigan.gov) or fax (517-373-4022) to Adrienne Davenport.  

 

Large equipment purchased with FFVP funds must be approved in advance.  Allow at least two weeks 
for MDE to process this request.  Once reviewed, Michigan Department of Education will notify the 
FFVP contact with its determination.  All large equipment purchases must be made by  
December 1, 2013.  

 
* Equipment purchased with FFVP funds that will be used for other School Nutrition Programs must 
be prorated among the programs. If claiming 100% under FFVP, please explain why the equipment 
will not be shared with other School Nutrition Programs (i.e. School Breakfast Program, National 
School Lunch Program, Summer Food Service Program, etc.)  If claiming less than 100%, explain 
which other School Nutrition Programs the equipment will be shared and specify the percentage 
breakdown. 
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USDA Fresh Fruit and Vegetable Program 
Allowable and Non-Allowable Expenditures 

  

 

Allowable Expenditures  
� Operating Costs (90%+ of total grant award)  

o Fresh fruits and vegetables (includes delivery charges) 
� Whole pieces (requiring preparation)  
� Whole pieces (ready to eat)  
� Pre-packaged, ready to eat individual portions  
� Pre-cut bulk packaged  

o Fresh (not canned or dried) vegetables, not normally eaten raw, can be cooked as part of a 
nutrition education lesson no more than once per week  

o Low-fat and non-fat dips for vegetables  
o Non-food items  

� Paper supplies: Napkins, plates/boats, soufflé cups   
� Plastic eating utensils  
� Cutting boards and knives  
� Serving bowls and trays  
� Cleaning supplies  
� Trash bags  
� Small carts  

o Wages/salaries and benefits for employees who do tasks of washing and chopping produce, 
preparing trays, distributing produce to classrooms, setting up stations, managing vending 
machines, and cleanup 
 

� Administrative Costs (up to 10% of total grant award)  

o Wages/salaries and benefits for employees who assist with administrative management (e.g., 
claim entry) 

o Purchasing or leasing equipment used for FFVP, or repair of FFVP-designated    equipment 
� Refrigerators  
� Coolers  
� Portable kiosks and food bars  
� Small and large carts  

 

Non-Allowable Expenditures  
� Food items: Regular peanut butter, hummus, dip for fruit, fruit leather, jellied fruit, trail mix, nuts, 

cottage cheese, fruit or vegetable pizza, smoothies, other non-fresh fruit or vegetable-related food 
(i.e., pizza dough to make fruit pizza, yogurt and granola for fruit parfaits, jarred salsa to add to 
avocado chunks)  

� Nutrition education materials or equipment (ex. AccuCut die-cutting machine, printing costs)  
� Promotional items (including postage)  
� Marketing materials  
� Travel costs (field trip transportation, mileage reimbursement for picking up produce from a                                                                                                      

local farm, etc.)  
� Field trip activity costs  
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Basic Budget Exercise 

Fresh Fruit & Vegetable Program (FFVP) 2013-2014 

 

You will need:  

• School (or district-wide) calendar for 2013-2014 school year 

• Calculator 

Budget exercise: 

1. Number of weeks in school year that you plan to operate FFVP: ___________________ 

 

2. Total grant amount: $ ________________ 

 

3. Total grant amount from #2 x 0.1: $_________________  

This is the max amount you can spend on admin costs, including large equipment purchases 

 

4. Total grant amount from #2 x 0.9: $_________________  

This is the approx. amount you’ll be spending on operating costs 

 

• Operating cost amount from #4 $_____________ % (divided by) number of weeks operating from 

#1__________ = Approx. operating cost to budget per week $_____________ 

 

 

 

 

**Please remember that you have 60 days from the end of the month to submit your claims!** 
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Section 6: 

Review Process 

 
 

• Self-Monitoring Form for FFVP Schools 
• FFVP Grant Recipients Up for Administrative Review in 2013-2014 SY* 
• Administrative Review Checklist* 
• 2013-2014 Administrative Review Guidance Manual – Information Specific to FFVP 

 

 

*Estimates as of 8/2013. Adrienne to share updates as applicable.  
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2013-2014 Fresh Fruit & Vegetable Program (FFVP) 

School Self-Monitoring Form 

SFA Name:  

Agreement Number:  

School Name:  

Date of Review:   

Reviewer Name:  

  

Use this form to review the performance of your schools that participate in FFVP. While this form does not need to be 

turned in to School Nutrition Programs, it does need to be completed for each participating school by April 1, 2014 to 

ensure compliance. Answer specifically for each site. Copies of these forms may be requested during Administrative 

Reviews.  

Completion of this tool will help you run a successful program and determine program compliance. Any required items 

checked “No” should be explained in the “Comments, Findings & Notes” section. If you need help determining how to 

be in compliance, contact FFVP Consultant Adrienne Davenport (517-241-1762 or davenporta1@michigan.gov).  

REQUIRED ITEMS 

Explain “No” answers in “Comments, Findings & Notes” Section 

 

 

Is the school on track to spend no more than 10% of its total grant on administrative costs through June 2014?  

YES NO 

  

Has FFVP been widely promoted to teachers and students?    

Is the FFVP available to all enrolled children at no cost? 
  

Is the FFVP offered during the school day, but outside the meal service times of the NSLP and/or SBP?   

When cooked vegetables are offered, are they offered no more than once a week and include a nutrition 

education lesson during service times?     

Are dips served with vegetables in a serving size of 2 tablespoons or less? 
  

Are the only adults provided with fresh fruits and vegetables teachers who are in the classroom with students 

during the FFVP meal service?   

Are production records completed for each day of FFVP?   

Did the FFVP meal service follow HAACP principles and applicable sanitation and health standards?     

Is the Non-Discrimination Statement included in promotional items and when offering the Program?    

Are purchasing procedures in compliance with the “Buy American” requirement (except for items not 

available as a domestic product)?    

Does the school have support of its administration I the operation of this program?   

Are records (e.g., invoices, purchase orders) kept for 4 years?   
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RECOMMENDED 
“Yes” answers are recommended for as many rows as possible 

Has a monthly budget been completed for this school that aims to provide fresh fruits and vegetables 

throughout the entire school year?    

Are claims entered monthly?    

Are fresh fruits/vegetables offered at least twice a week to students?  
  

Is one new type of fruit or vegetable offered per month?     

Does nutrition education occur at least once a month?   

Has the school utilized “Harvest of the Month” and/or other free nutrition education materials?    

Are teachers modeling healthful eating habits by participating with students?    

Have any outside collaborations or partnerships been developed to help you better administer the program?   

COMMENTS, FINDINGS & NOTES:  
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16 

 

2013-2014 Fresh Fruit & Vegetable Program (FFVP) 
Required Items for Administrative Review  

 

REQUIRED OFF-SITE ITEMS: These items will be requested prior to the review. Adrienne 
Davenport will determine review month as well as review and report compliance/non-compliance 
to analyst overseeing the review of each School Food Authority (SFA) and will provide technical 
assistance related to FFVP. Additional documentation may also be requested.  

� Validation for each cost item entered in the claim(s) for reimbursement for the month of 
review for each selected school. This includes invoices or other records for: 

o Fruits and vegetables 
o Dips (low-fat and fat-free only) 
o Non-food items (e.g., paper supplies, serving bowls and trays, cutting boards and 

knives, cleaning supplies, trash bags) 
o Wages/salaries and benefits for employees being claimed under either operational 

or administrative costs 
 

� FFVP School Self-Monitoring Forms for each participating school 
 

� Production records for each day of service during review month. Include portion sizes of 
fruits, vegetables and dips.  
 

� When requested, provide days, times and locations of FFVP service to allow for on-site 
review. Please alert analyst of any exceptions to normal schedule during on-site visit. 
 

ON-SITE REVIEW:  
The review will be conducted by Adrienne Davenport or another School Nutrition Programs 
contact during or shortly before or after the overall on-site Administrative Review for the 
National School Lunch Program. You will be notified during the off-site information request 
period which school(s) has been selected and when the review will be taking place. If items 
required for the off-site review (above) have not yet been reviewed at the time of on-site 
review, they may also be reviewed during this time. Additional documentation may be requested 
at this time. 

 

FINDINGS AND CORRECTIVE ACTION: Findings and corrective action related to FFVP, if 
applicable, are included as part of the overall Administrative Review process. Corrective action 
by the SFA is required for items identified in Corrective Action Plan. Fiscal action will be taken to 
adjust for any unallowable costs billed to a school’s FFVP grant.  
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2013-2014 Fresh Fruit & Vegetable Program (FFVP) 

Administrative Review Guidance Manual – Information Specific to FFVP* 

 

Source:  Administrative Review Guidance Manual. U.S. Department of Agriculture, Food and Nutrition Service, 

School Meal Programs. April 2013. pp. 177 – 182. Obtained at: 

http://www.fns.usda.gov/cnd/guidance/AdminReview/ARguidancemanual.pdf  

 

 *This guidance will likely be updated. Adrienne Davenport will provide relevant updates. 



 

18 

 

 



 

19 

 



 

20 

 



 

21 

 



 

22 

 



 

23 

 

 

 



 

24 

 

                                                       Module: Fresh Fruit and Vegetable Program                                    [  ] N/A 

Review Period 

1900. Is the school on track to spend no more than 10% of its total grant on administrative costs? 

If NO, explain.  

YES NO 

  

Comments: 

 

1901. Did the cost documentation provided support the school’s FFVP claim for reimbursement? 

If NO, explain. Record unsupported costs on the S-2.   
YES NO 

  

Comments: 

 

 

 

1902. Is the cost documentation for allowable FFVP costs?  

If NO, explain. Record unallowable costs on the S-2.  
YES NO 

  

Comments: 

 

 

                                             Module: Fresh Fruit and Vegetable Program                                    [  ] N/A 

Day of Review 

1903. Is the FFVP available to all enrolled children at no cost? 

If NO, explain. 

YES NO 

  

Comments: 

 

1904. Is the FFVP offered during the school day, but outside the meal service times of the NSLP and/or 

SBP? 

If NO, explain.   

YES NO 

  

Comments: 
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1905. Is the FFVP widely publicized within the school? 

If NO, explain.   
YES NO 

  

Comments: 

 

 

1906. Were any of the following unallowable products offered during the FFVP meal service: frozen, 

canned, and other types of processed fruits/vegetables; fruit/vegetable juice, nuts, cottage cheese, 

trail mix, fruit/vegetable pizza, smoothies, fruit strips, fruit drops, fruit leather, jellied fruit, or 

carbonated fruit?  

If YES, explain.  

YES NO 

  

Comments: 

 

1907. a. Did the school choose to offer dip with the day’s offering?  

b. If YES, was it fat-free or low-fat, no greater than 2 Tablespoons, and provided for vegetables only? 

If NO, explain.  

YES NO 

  

Comments: 

 

 

1908. a. Is a cooked vegetable offered today?  

If YES, answer b and c.  

b. Is it included as part of a nutrition education lesson? 

c. Is this the only offering of a cooked vegetable this week? 

If NO to b or c, explain.    

YES NO 

  

Comments: 

 

 

1909. Are the only adults provided with fresh fruits and vegetables teachers who are in the classroom with 

students during the FFVP meal service? 

If NO, explain.    

YES NO 

  

Comments: 

 

 

1910. Did the FFVP meal service follow HAACP principles and applicable sanitation and health standards?   YES NO 
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If NO, explain.  
  

Comments: 
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Section 7: 

Frequently Asked Questions 

 
 

• FFVP and CEO 
o USDA Memo SP 15-2013 (see question #18) 

• FFVP FAQs 
o USDA Memo SP 35-2008 
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Section 8: 

Helpful Resources 

 
 

• List of resources and hard copy materials provided during training 
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Section 9: 

School Nutrition Programs   

Contact Information  

 
 

• Contact List for folks in School Nutrition Programs within the State of Michigan’s Office 
of School Support Services, Michigan Dept. of Education 

• For questions specific to FFVP, please contact Adrienne Davenport at 
davenporta1@michigan.gov or 517-241-1762 
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